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Christmas period 
The Sale and Supply of Sale Act 2012 specifies 

that a working day does not include the Christmas 

period commencing on (and including) 20th 

December in any year and ending with 15th 

January in the following year.  

While you can still submit applications during this 

period, no reporting parties are required to report 

on any licence, nor can the public notification 

days be included in this timeframe.  Council 

offices will still be open and accepting 

applications but please be aware that these non-

working days will mean your application could 

take longer. 

Renewal of licence reminders 
It is the licence holder's responsibility to renew their 

licence on time. 

While Council endeavour to send out reminders to 

licensees and managers certificate holders that their 

licence is due to expire, ultimately the onus is on the 

applicant to reapply.  

Please note if your licence expires before you 

reapply you will not be able to sell any alcohol until 

your new licence is granted. If the renewal is applied 

for before the expiry, the base licence carries on 

until your new licence is processed and you can 

continue your alcohol sales.  

Notice of Management Change 
Any temporary manager, acting manager or 

management changes need to be notified.  

A licensee must give notice of the appointment or 

cancellation or termination of the appointment of 

any manager, temporary manager, or acting 

manager.  

Please ensure all correct information is completed 

on the forms. These forms can be found on the 

MDC website using the below link.  

https://www.marlborough.govt.nz/services/alcohol

-licences/alcohol-licensing-forms/notice-of-

management-change?ed-step=1

Please note every licensee is required to keep a 

record in a readable and retrievable form of all 

managers appointed for the premises.  If you 

would like a free toolkit to help you keep all the 

necessary records to show compliance, contact 

us at alcohol@marlborough.govt.nz.  
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Process and Timeframes for 
the DLC 
Once an application has been reported on by all 

reporting agencies (Licensing Inspectors, Police 

and Medical Officer of Health) it is the Licensing 

Committees’ function to consider and determine 

all applications.  

The  Secretary of the DLC takes all applications 

and reports to the Chair of the DLC routinely to 

consider and determine each application. 

The Chair of the DLC is an external member and 

not associated to Marlborough District Council 

and therefore is not always readily available. 

While the Secretary and Chair always endeavour 

to meet as frequently as possible there can be 

delays. There is no statutory requirement for how 

often these meetings are required to happen.  If 

there is an urgency for your application let us 

know and we will endeavour to ensure your 

application has priority with the DLC. 

Fire and Emergency NZ 
Fire and Emergency New Zealand (FENZ) are 

provided all new and renewal On, Off, and Club 

licence applications, as well as any special 

licence applications that have a large number of 

patrons attending.  

It is a requirement of the Act that the owner of the 

building in which the premises are situated 

provides and maintains an evacuation scheme if 

one is required under the Fire and Emergency 

New Zealand Act 2017 and the Fire and 

Emergency New Zealand (Fire Safety, Evacuation 

Procedures, and Evacuation Schemes) 

Regulations 2018.  FENZ are actively looking into 

all applications to ensure this is completed and 

maintained. FENZ have the ability under the Act 

to object to any application that has not 

completed this.  

Incidents Log 
Do you have somewhere on site that you are 

recording any incidents that have occurred? 

Unfortunately, incidents happen on licensed 

premises. While it is not common, they do occur. 

It is best practice to record down any incidents 

that take place detailing the date and time, nature 

of incident, location of incident, description of the 

event, and any witnesses.  

If an Inspector or Police come on site after an 

incident, this is what they would be looking for. 

A template can be found using the following link: 

https://resources.alcohol.org.nz/assets/Licensed-

premises-templates-and-forms/On-licensed-

Premises-Toolkit_Incident-log_AL1057viii.pdf 

Security for events 
Security guards are required to have a Crowd 

Controllers Certificate of Acceptance (COA) to 

work on the door of any licensed premises. 

Ensure that the security staff you have employed 

on the door of your premises is a certified crowd 

controller and the COA is attached and visible for 

inspection by Police or Licensing Inspectors. 

Having suitably qualified staff will assist in the 

managing of patrons at the door and provide a 

level of reassurance to both management and 

customers.  

The Private Security Personnel Licensing 

Authority have recently carried out visits to 

Marlborough and are currently in the process of 

taking action against those door staff found not to 

be suitably qualified. 
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